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Quick Reference Guide for 
Supervisors and Managers to 

Create a Delegation Request 

 

The HR Links system allows supervisors 

and managers to delegate some of their 

“Manager” transactions to another 

person (proxy).   

 You can delegate the authority to 
initiate a transaction or approve a 
transaction.  

 You can delegate to anyone, even 
if they are not a supervisor or do 
not report to you. 

 Your proxy can act on your behalf 
to approve pending transactions.   

 You and your proxy receive 
notifications of any pending 
transactions.   

 You can delegate a transaction to 
a single proxy.  

 Specify a From and To Date for 
the delegation period. 

 The potential proxy may reject the 
delegation request. 

 

 

 

To create a delegation request: 

Step 1:  Log into HRLinks and the page 

defaults to Manager Self Service. Select 

the NavBar icon 

Step 2: Select Navigator 

Step 3: Select Self Service 

 

Step 4: Select Manage Delegation 

 

Step 5: Click Create Delegation 

Request 

 

Step 6: The Create Delegation Request 

screen displays. Enter the dates for the 

delegation request.  

Note: The From Date automatically 

defaults to the current date. 
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Step 7: Click Next to continue 

 

Step 8: Select the transactions to 

delegate 

Step 9: Click Next 

 

Step 10: Select the radio button next to 

the person who will perform the 

delegated functions.  

Step 11: Click Next 

 

Step 12: The Delegation Detail displays. 

Verify the information is correct, click 

Submit 

 

Step 13: A message appears stating that 

request was submitted. Click OK 

 

 

 

 

 

 

 


